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MEMORATDUM FPOR THE RECCRD

8UBJECT : Processing for (verseas Movement of Project Personnel

1. With the inception of a verbally establiched and coordinsted processing
system for movement of Froject personnel overseas, this memcrandum is written in
crder to csteblish firxly the methods and procedures to be followed, anfl for use
by those intercsted Projeet Headguarters personnel.

2. It has been esteblished that there will be three echelons for Detach~
ment A. The fivet and secord eehelons will deploy through Washington end will
travel overseas by ccmmercial air transportetion. The third (Pinzl) echeleon
will depart from the 2L for overseas ny militery air transportation. Although
& system of echelon departure for fubure Detechments has not yet been establishes,
it will probebly follow the seme pattern as that of Detachment A,

3. The dates for deployment are, as of this date, the followings

Detachment A2 1s% Echelcn - 26 Mareh
2n RBehelon - 16 April
3ud Echelon - 1 May

It is now definitely placped to send ten Project personnel {six Commo and four
Security) with the fivst echelon. Approximetely the same number will depart
with the seccond echeolon. fhe Exceutive Officer of Detachment A will leave Head-

25X 1 I—MEMQJ

b, The present processing plan is as follows: A "Clearance Sheet - Foreign"
(see atieched) is now being given to:

a. All persoas EtDing on tie Project before they yo to 25X1
b. ALl veturnces to Headqunrters from prior to their 25X1
25X1 revurn to or departure oversess.

2. Ail Hesdquarters personnel,

The first step in precessing will be a conversation by the individual with the
undersigned at vhich time the latter will explain the cleavance sheet apd direct
Personnel to the persons ¢o whom thoy showld report. Al : sheets will

be returned to the undersigned by personmel returning to and kept by 25X1
him. Such sheets will be filed alprabetically in a clearence Tolder. Some
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"ehock" 1tems will be impossible to cover umtil immediately prior to depariure;
i.e., ID card (trade in AGO 65 for Form 489 Geneva card), final security brief-
ing, and area briefing.

5. Wednesday, 21 Mavch, has alrveady been established as processing dny
for all first echelon percommel. On Thursday, 22 Mareh, at 1400, films will
be shown as a part of the rrocessing procedure.

6. The ares briefiog will consist of each man in the Detachment being
supplied with a folder on the area to which he is going, containing information
of interest to him. This folder is under preparetion and will be available to
the first echelon perscunel.

7. Recowrds on tetenus shots and blood types will be extracted f1 . the
medicel recovds, by the andersigmed. coordinated with the Project Medical Offi-

10. In order o utilize fully the Processing procedures of the Agency,
the services of CPB have been offered to assist Project personnel in proces-

sing, espeeially im the finance field. Ttem No. 8 on the clearsnce sheet
will receive the sigmatures of dobh of CFB,

11. A proecessing elerk will sseist the undersigned in all of the above.
This position will be f£illed effective 19 March, end the incumbent will execute
essentially the following:

2. Establish and meintain a cemtral flow chart (divided into the
following groups):

1. 1st Echelon, Detzchment A.

2. 2nd Echelon, Detachment 4.

3. 32d Echelon, Detachment A.

4, Detechment B.

5. All others, including Headquerters,

Tee flov chexrt covers all phases of. processing.
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b. Esteblish and mainiein sn immnization folder, recording:
1. Shot records received.

2. Shot records being documenied
3. Immunization cards (2) on file In Froject

¢. Maintain an established passport application folder:

1. Meintain as establighed, reccrdiang vhether an individual
has applied fur a pessport (including the processes involved), and
vhether the undersigned has received Passports into hie possession.

2. Record of applications mede at Heedqmters| |
25X1 and on vham pesgports should be received from

é. Meintein e chronological record for Processing purposes of all:

l. Persons who EOD on the Project.
2. Returnees from
3. Hecdquerters peroonm

Who have not yet been processed.

(Wote: A complete list of all the above - 1, 2, 3 - will be
given to the undersigned by the processing clerk daily.)

€. Orders (checking with the Project Travel Section):

1. Agency - travel.

2. Orders for passports on applicents apPlying outside of
Washington.

25X 1 12. on 2b Apria/ \a team, composed

25X1 of the undersigned )
25X 1 (Finsnce, c%;.,

a.nﬂ *']will process all personnel at
25X1 vho have not receiw eadq T8 processing benefits. Further, {

mentioned in the finel sentence of (k), above, plus the showing of two or three
documentary films, will be covered.

25X1
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GIEARANCE SHEET - PORETGN

All personnel processing for an overseas sssigmeent are required
to clear through the following Sections/Divisions:

Processing Offi-
cer's Initials Date

1. Personnel

2. Immunizations

3. Passport

he T. D. Card
25X1 5.
5. Special Security Clearances

7. Reserve/Draft Status

8. CoP.Ba Processing

9. Security Briefing

10. Processing Certification
Interview and Area Briefing

Hote: Keep this sheet with you, to be turned in upon completion of
Item 10.

NAME &

DATE 2
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